Editing Holiday Premium Pay
for an Unscheduled Absence

Viewing Timecards with Holiday
. 3. In the Totals and Schedule tab, click on the
Premium Pay & Unscheduled holiday premium pay - HPI - Holiday Premium
Absences Pay at 1.5.
Totals & Schedule | Accruals | Audits
Access the Pay Period Close Genie for the ' ' :
desired pay period. [Daily J/
Select the hyperfind “Empls with HP1 and Unsch 4 Acoumt Pay Code K‘"M.W-m.
Leave”. 4T 2026914~ HP1 - Holiday Premium Pay at1.5 ] 32326
AT 20261 1AM R I 8.0 215.50
Employees that meet the following conditions o
will display -
Worked on the observed holiday, and 4.  Right click on the holiday premium pay. A Move
5‘5’/79”“/7; an unschgcz’/u/ed absence box will display. Click on Move.
uring the pay period.
\ - Totals & Schedule | Accrusls | Audits
Pav Period Close Show: Ermpls with HF1 and Unsch Leawe - T : :
Last Refreshed: F157M QLGRS0 LI Current Pay Period il ]Da:h« E
T 4 Account Pay Code | Amount | Wages
. JOI4TI02611ARR- HP1 - Holiday Premium Payat15 80 bkl
- e Move
Select all employees that display on the list and sl il i - ﬁ
click the Timecard Launch button to view each
timecard.
View each timecard to determine if an 5. The Move Amount dialog box will display.
unscheduled absence preceded or followed the
holiday worked. /7 Move Amount x|
Perform a Pay Code Move to reduce the holiday
premium pay if an unscheduled absence was Froer:
reported on the day immediately prior to or Pay Code: HP1 - Holiday Premium Pay ..
after the holiday. A e s
Transler: A2A230-03001000 4T 20261 1AL -
Performing the Pay Code Move
* Pay Code: tHPl-hn'.F'ald-llnq[h -
From the timecard, click on the hours worked N !
that display on the holiday. it R 8.0
In the Totals & Schedule tab, change the view * Effective Date: | 2416/2009) v
from “All” to “Daily”. S i e
| Totals & Schedule | Accruals | Audits Comments...
Daily | * b [
{ Account Pay Code | Amount | Wages ™ faneel | el |
_0i47202611AM- HP1 - Holiday Premium Payat1s 8.0 32326
0/47202611A-- Regular 8.0 21550
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Editing Holiday Premium Pay for an
Unscheduled Absence Continued

Performing the Pay Code Move
(continued from Page 1)

6. The From: Pay Code box should display HP7 -
Holiday Premium Pay at 1.5.

7. In the To: Pay Code box, select HP1 - Not Paid
- Unsch Absence from the pay code drop
down box.

8. Enter the hours (HH.hh) to move in the
Amountfield. The amount should be equal to
the number of hours of the unscheduled
absence, but should not exceed the amount of
holiday premium pay.

9.  Enter the date of the holiday in the Effective
Datefield.

10. Click OK.
11. Click Save.
12. Verify the change in the Totals tab.

Totals & Schedule | Accruals | Audits | Moved Amounts

Al v
4 Account Pay Code Amount  W.. |
JD01000/4720261 14+ Regular 720 1939,
JD01000/4720261 1Ak Sick Leave - Unscheduled 80 215.50

001000747 20261 1A+ HP1 - Mot Paid - Unsched Absence 8.0
01000747 20261 1A HP1 - Holiday Premium Pay at 1.9 0.0

13. Verify the Move in the Move Amounts Tab.

Totals & Schedule | Accruals | Audits | Mowved Amounts

Effective From | .. From ; To
Diate Account | .. Pay Code Pay Code

21672008 1A-R- HP1 - Holiday Premiurm Payat 1.5 HP1 - Nol Paid - Unsched Absence

Adding a Comment

A comment should be added to the employee’s time-
card by the manager when holiday premium pay
hours are reduced by an unscheduled absence.

1. In the timecard, click on the “Hours Worked” on
the holiday.

2.  Right click on the hours. An Add Comment box
will display.

Thu 2113

Sun 215 inzns Wed 2118
' 3.|:|E '

_AddComment... I a0 a0

8.0
a.0 8.0 8.0 2.0 2.0

3.  Click on the Add Comment box. A list of
available comments will display.

4. Select the comment “Unsched Lv Used - Not
Eligible for Hol Prem Pay”.

5. Click OK.
Click Save.

7.  Review the comment that displays in the
Comments tab below the timecard.

UETTEEA R WALLIAMS, GARY SEPJTTOR
LTSN LT Current Pay Period ™

Amount  Accruals  Comment  Approvals  Reports

Timecard

Last Saved: 12:35PM

Sawe | Actions  Punch

‘Week starting: Sun 215

Pay Code Transfer Sun245 | Mon 246 e
&5, | Hours Worked an 9
i9 G | Hours Wiorked 8.0 K
IP G | President's Day [ IJCII
& L | Sick Leave - Unschedulad ' | an
' 2.0 80 8.0

Totals & Schedule | Accruals | Audits | Moved Amounts | Comments |

-

—

Date Commment
Mon 216 Unsched Ly Used - Nat Eligible for Hol Pram Pay
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